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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED - 

1968 to date Hospital Security Services Files 
I - - 

Yh.1 1s thr funellon of the a f l l c e  i n  r h l c h  chis record series 11 created 
0. 

The function of the Security Section is to provide police 'services, protection and security 
to a State Medical Institution by reporting serious incidents to proper authorities, con- 
ducting investigations, registering firearms, operating a police desk, enforcing traffic 
regulations, securing recovered property and investigating traffic accidents. 

Security Services file series include the following: Daily Operating Log (CSH-391), Security 
. Dep&tment Refeiknce Card , Report of Investigation 
(CSH-626), Traffic Ticket , Serioua Incident Report , Investigator's Accidenl 
Report (Form A.R.D. #l3), for Property Form. copies of forms) 

, Police Desk Blotter 

(Attachment I: List of Security Services description and disposition of files) 



P k E  2 - 
L - -. _- ~_ .  ~ __ , 

-- _.__d-_i.. I 
~~ , __F___. -__i..~_-~~~~ 

' -i 7E-S. NO QUESTIO"AIRE r1.e. an " x *  i n  t h e  prop.r C ~ ~ U . m .  I r  .n.rar I .  "res.' pie..r s x p i m i n  
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18. Could t h e  function be performed i f  the f i l e s  were l o s t  o r  destroyed? 

19. Is the series ( o r  major portion of i t )  regularly microfilmed? ' I f  yes ,  why? 
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3 []Destroy a f t e r  audit  ( o r  year(s) after audi t ) .  
, I  C. []Hold i n  current f i l e s  area indef in i te ly .  .- 

D. []Hold i n  current f i les  area y e a d s ) ,  then t r ans fe r  t o  Archives permanently. 
E. []Other 
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Description Disposition 

Investigation Reporting Files. Documents reflecting 
essential information concerning serious incidents 
involving violations of hospital rules and regula- 
tions or state laws. Include$ are: Reports of In- 
vestigation, Serious Incident, Reports, and support- 
ing documents. 

Cut off end of calendar year, 
hold in current files area for 
three years and destroy. 

Police Desk Files. Documents containing a chrono- 
logical record of police activity developed from 
reports, complaints, incidents, or information re- 
ceived and action taken; and record of police raqio 
traffic. 
radio operating logs.  

Included are desk blotters and police 

Traffic Law Enforcement Files. Documents relating 
to traffic enforcement activities such as surveys, 
accidents, and traffic violations. Included are 
accident reports, traffic violation reports, notices, 
summons, and claims reports. 

Firearms Registration Files. Documents listin@; 
pertinent information on type of firearms owned and 
carried by employees. 
zation file car13 and related data. 

Included are firearm authori- 

Private Vehicle Registration Files. Documents 
authorizing employees to park vehicles in controlled 
areas. 

Police Desk Reference Files. Card indexes containing 
the names of persons who axe identified in police re- 
ports as subject, victim, complainant, or witness to 
an incident; names of patients who have left without 
consent or who have been involved in any incident. 

Cut off end of calendar year, 
hold in current files area one 
year; transfer to local storage 
area, hold two years, then des- 
troy. 

Cut off end of calendar year, 
hold in current files area one , 
year; transfer to locd storage 
area, hold two years, then des- 
troy. 

Upon termination of registration, 
place in the inactive files, cut 
off the inactive file at end of 
calendar year, hold in current 
files axea one year and destroy. 

Destroy on termination of employ- 
ment, or when permit is super- 
seded or revoked, whichever is 
first. 

Destroy when superseded, obsolete, 
or no longer needed for reference, 
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f Description 

Property Receipt Files. 
receipt and release of property that  is found, im- 
pounded o r  seized as contraband o r  prohibited property, 
o r  safeguarded f o r  detained patients. 
l ogs ,  receipts,  releases, and related papers. 

kcuments ref lect ing the 

Included axe 

Security Activities Reporting Files. Reports contain- 
ing s t a t i s t i c a l  data relat ing t o  incidents, offenses, 
assistance rendered, and other police act ivi t ies .  In- 
cluded axe basic reports, consolidated reports, and 
analysis. 

c 

t 

Disposition ~ 

Upon return o r  release of 
propefiy, place in the inactive 
f i l e ,  then; cut o f f  the inactive 
f i l e  at the end of cdendar  yeax, 
then; hold i n  current f i l e s  axea 
fo r  two years, then destroy. 

Cut o f f  on completion of the 
communication, study, survey, 
report o r  other action. Destroy 
i n  blocks after an add i t iona l  
three months, s ix  months, o r  one 
y e a .  Eaxlier destruction is  
authorized. 


